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BERKELEY LAB

Accounts Payable Invoice Processing =
Managing PO Exceptions

Note: The application is most effective in the latest version of Mozilla for Windows users and
the latest version of Safari for Mac uses. In each browser, pop up blockers most be turned off.

Purpose

The purpose of this document is to guide buyers through the steps to take action on managing
PO Exceptions

Quick Reference

1. Match Exception

. AP Data Issue

. Arra Missing Addendum

. FX Exceeds the PO Amount
. PO is not Dispatched

. Travel Prohibited

Uk WN

Match Exception

Invoices are routed as a Match Exception when the three way match process has failed. The
invoice has an invalid status and the vendor is not paid.
1. Upon receiving the initial notification of a Match Exception, open the email and click on
the hyper link as shown below:

MATCH EXCEPTION NOTICE - W2 SYSTEMS - PO 6944509 b =
do-notreply-FMS@lbl.gov 12:25 PM (5 minutes agao) - -
tome [=

A PO assigned to you has a match exceptjed reyyiring resolution. Action is needed =0 the vendor can be paid. Please
click on the link to navigate to the wark ite @

If you are uncertain of how to clear your match exception there is additional help available. Click on the link below for
online help

Howe do | clear my match exception?

Still need help? Click here for an additional list of resources.

2. The hyperlink will launch two windows, one is the workflow request and the second will
pop open the FMS log in screen.

FMS Screen Workflow Screen
Displays: Allows:
e The error for the match e View of the invoice image
exception e Routing to the AP Team via the AP To
Fix action
e Acknowledgement that the Match
exception has been corrected




Rejection of the invoice
The item to remain in researching to
gain additional information
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FMS Screen

1. Populate the screen with your LDAP user name and password.
a. The “Error Summary” screen is opened after signing on.

-

Berkeley Lab FMS

ERNEST DRLANGD LAWRENGE BERKELEY MATIDNAL LABORATORY.

User ID:

Password:

2. The FMS screen is presented showing:
a. The error for the match exception
b. The line the exception is point to

Summary Invaice Information Bayments Youcher Attributes Error Summary

Business Unit: | BML Invoice Number: 3045
Youcher ID: 00816289 Invoice Date: 060772012
Style: Regular Total:

130.00 UsD

Invoice Line Errors

e B Fiet o e
=
HHAOE

Line IFieId Hame .
1 Mo Receipts Exist

5] Save | S\ Return to Search | [=] Matify | % Refresh

Eurnmary | Invoice Information | Payments | Youcher Attributes | Error Summary

3. After your review:
a. Close the screen

b. Take the appropriate applicable action to clear the exception.
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The Workflow Screen

1. The workflow screen is presented for review of the invoice and to take the appropriate

action.
& = - ) " [—

Action Reassign

Actian: AP To Fix

:SYSTEMS

ARPRRARARARARPRRRARRARARR
Customized Water Treatment Support and Solutions

Juae 7, 2012

oK Cancel

voucher Error | PO Activity PO Inquiry Notes  Activity

This content has been launched in an external window.

INVOTICE #3949

2. The available actions are:

A/ctj.on\ Description

/AP to Fix \ Routes to A/P to rematch the lines appropriately.

Match Exception Completes the invoice out of the buyer work queue and routes to through to the

Corrected matching process. If the matching process fails again, the item will be returned
back to the buyer to appropriately fix the matching problem.

Reject Decline payment. This should only be used if the vendor is not to be paid for the
services or goods render. This routes the invoice back to the accounts payable
team to take a follow up action.

@chy When further investigation is needed before taking action. This action leaves the
invoice in the certifiers buyers queue.
& B = | B
Action Reassign
Action: AP To Fix -
Mema: AP To Fix
Match Exception Corrected
Feject
Fesearching
Dk Cancel

Note: Taking any action other than Match Exception Corrected requires text to be populated in
the memo section. This area should be used to communicate and is archived with the invoice. If
this area is left blank, the below pop up screen displayed.
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l " You are required to enter information in the Memo textbox.

3. After taking the appropriate action, select “OK”

& E = & %
Action Reassign
Action: Match Exception Corrected -
Iemo: Populate me as needed, A

e

4. You have completed the invoice and are returned back to the invoice notification.

AP Data Issue

Invoices are routed with an AP Data Issue when the information on the PO is not corresponding
to the information presented on the vendor invoice, ie vendor name.
1. Upon receiving the initial notification of a Match Exception, open the email and click on
the hyper link as shown below:

PO PROBLEM NOTICE - REGENTS OF THE UNIV OF CALIF BERKELEY - PO =

6906142 Inbox
do-notreply-FMSglbl.gov 12:53 P (3 minutes aga) L
tome |»

A PO assigned to you has a problem that pefaireg your attention. Action is needed so the vendor can be paid. Flease
click on the link to navigate to the waork it

If you are uncertain of how to fix the issue, there is additional help available. Click on the link below for online help,
Howe do | elear rmy wark itern?

Still need help? Click here for an additional list of resources.

2. The hyperlink will launch the workflow screen.

The Workflow Screen
1. The workflow screen is presented for review of the invoice and to take the appropriate
action.
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Action Reassign

Action, Close Invoice

Memo;

oK Cancel

ctivity PO Activity PO Inquiry

Ohject Id | Note Type

80229 Buyer Action Required

The vendorWg the PO and the vendor requesting payment do no match,

Hote Time

06/21/2012 09:59:37 AM

UNIVERSITY OF CALIFORNIA, BERKELEY
CAMPUS  ACCOUNTS RECEIVABLE INVOICE
Invoice Print Date: 03/02/12 Page 001

LAWRENCE BERKELEY NATIONAL LABORATORY Invoice Number: T00000011651
ACCOUNTS PAYABLE DEPT Inveice Date: 02/28/12
MS 9040106 ¢+ - - Due Datet oL/15/12
1 CYCLOTROM RO Amount Due: $89.67
BERKELEY CA 94720-B099 PO Number : SEE BELOW

UCE 1D: 000002673

rtment: ERL  ELECTRONICS RESEARCH
UCE NANOGLAB USE 1/25-2/25/12
£908142-508410  SALMEROM

Actor
paadmin
DESCRIPTION ACCOUNT - FUND AMOUNT
ACCESS 1 59000 81821 23815 43 E2900 1.00 89.00 89.00
159000 81821 23815 43 EES00 1.00 .87 -67
89,87

AMDUNT DUE:

B

Take ngte of the area where the AP Team has communicated what the issue is with the

PO/Invoise.
Motes ).C\n:'ti\-'ity PO ivity PO Inquiry
Wiy rite
Mote Id Ohject Id Maote Ty Mate Time Actor
245 80229 Buyer ActiofgReqguired 06/21/2012 09:59:37 AM pSadmin
The wendor on the PO and the vendor requesting payment d@

3. The available actions are:

Acti

Description

/Close Invoice \

Routes to A/P to remove the invoice.

Issue Resolved

Completes the invoice out of the buyer work queue and routes to AP. This should
be utilized to communicate a different PO # that the invoice should be matched

to.

When further investigation is needed before taking action. This action leaves the
invoice in the buyers work queue.

\
& B

Action

LA ction:

hermo:

Close Invaice
Close Invoice
Issue Resolved
Researching

Reassign

ik Cancel

Note: Taking any action requires text to be populated in the memo section. This area should be
used to communicate and is archived with the invoice. If this area is left blank, the below pop up

screen displayed.
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l " You are required to enter information in the Memo textbox.

4. After taking the appropriate action, select “OK”

& E | = 8 B
Action Reassign
Action: Close Invoice M
Memo: Populate me as Meeded, P
m Cancel
5. You have completad the invoice and are returned back to the invoice notification.

Arra Missing Addendum
Invoices are routed when the Arra Addendum is missing based on the PO requirement.
1. Upon receiving the initial notification of a PO Issue, open the email and click on the
hyper link as shown below:

PO PROBLEM NOTICE - TETRA CORPORATE SERVICES INC - PO 6835646 & H

Ly T Te -

do-notreply-FMS@&lbl.gov 4:00 PM (3 minutes ago) L
to e [+

A PO assigned to you has a problern that pee our attention. Action is needed o the vendor can be paid. Please
click on the link to navigate to the wark it

If you are uncertain of how to fix the issue, there is additional help available. Click on the link below for online help.
How do | clear my waork itern?

Still need help? Click here for an additional list of resources.

2. The hyperlink will launch two windows, one is the workflow request and the second will
pop open the FMS log in screen.
FMS Screen Workflow Screen
Opens: Allows:
e The maintain purchase order e View of the invoice image
for potential corrective action. e Close invoice as inappropriate this

routes to the AP Team

e The item to remain in researching to
gain additional information

e Attachments to original invoice
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FMS Screen

1. Populate the screen with your LDAP user name and password.
a. The “Maintain Purchase Order” screen is opened after signing on.

-

Berkeley Lab FMS

User ID:

Password:

2. The FMS screen is presented to allow PO Updates as needed.

Maintain Purchase Order
Purchase Order

Unit: LENL PO Status: Dispatched A X

PO ID: 5835645 Budget Status: - vaig
Change Order: 2

Copy From: - ["Hold From Further Processing

*PO Date: 120122007 [ Vendor Search

Vendor TETRA-001 vendor Details Backorder Status: Mone Create BackOrder
“endor ID: 0000022423 TETRA CORPORATE SERVICES INC Receipt Status: Mot Recwd

*Buyer: WQ Styles Dennis L *Dispatch Method:  Phone - Dispatch
PO Reference: |
HeaderDetails PO Activities £dd ShipTa Comments Merchandise: i e
PO Defaulis Document Status — Closeout Staius FreightTaxMisc.: 199587

Edit Comments  Resuisitions Mod Table Details Total Amount: 395127.87 USD
Purchasing Kit Catalog ltern Search Line: yiq 0 liq M‘

Lines
Details

Line

Tetra Corporate Services,

3. After your review:
a. Take the appropriate action

The Workflow Screen

1. The workflow screen is presented for review of the invoice and to take the appropriate
action.

Managing PO Exceptions



1 Cyclotron Rd - MS 30J0106
‘ apinvoice@lbl.gov

Berkeley, CA 94720

PO Line | PO Activity Woucher Notes  Activity

This content has been launched in an external window. MACHINE/MODEL SERIAL #

— >

& E = £ % F . s
Action Reassign  awach dsjé—b% :
. Page No. 1
Invoice No. | 139285
Action. Addendum Attach A’A Customer # LBNL
Merno: = ‘ J
l 1?‘IEJ]T‘I{‘ Qﬁﬁrﬁk InmheDmg Ey%gaﬁ
CORPORATE SERVICES, LLC  sait Laka Gy, UT 34121 2/01/1 i2
= H (801) 566-2600
‘ FAX (801) 3655253
ok Cancel | INVOIGE TO: REMITTO;

Lawrence Berkeley National Lab

Tetra Corporate Services
ATTN: Linda Carlile

3165 East|Millrock Drive
Suite #40
Salt Lake

City, UT 84121

AMCUNT

DESCRIPTION ]

FROM THROUGH

2. The available actions are:

Actj Description

/Addendum Attaa\

Routes to A/P to complete processing of invoice. Note: The addendum needs to
be attached to the work item when selecting this action.

Close Invoice

to.

Completes the invoice out of the buyer work queue and routes to AP. This should
be utilized to communicate a different PO # that the invoice should be matched

invoice in the buyers work queue.

When further investigation is needed before taking action. This action leaves the

— ] & !
iy -\ #=1 e ¢ w2
Action Reassign attach

Action: Addendum Attach
Wema: Addendurn attach

Close Invoice

Researching

Ok Cancel

Note: Taking any action other than Addendum Attach requires text to be populated in the memo
section. This area should be used to communicate and is archived with the invoice. If this area is

left blank, the below pop up screen displayed.

2

l 1 You are required to enter information in the Memo textbox.

3. Attaching the addendum is available by:
a. Select “Attach.”

Managing PO Exceptions




& = = 5 K P
Action Reassig Attach
Actian: addendum attach M
Memo: -

QK Cancel

4. A bar above this area will open up.
a. Select the type of attachment by dropping down the arrow and clicking the
selection from the list.

Type:
Addendurn
ﬁ Misc
b. Click on browse to find the file that you choose to attach.
Note: PDF Formats are the preferred file type for this functionality.

File: @ Attach

5. After taking the appropriate action, select “OK”
o &= 4= b e v

Action Reassign attach
Action: Addendum Attach v
hlermo: Populate me as needed. ~

o i

6. You have completed the invoice and are returned back to the invoice notification.

FX (Foreign Exchange Rate)Exceeds the PO Amount

Invoices are routed when the vendor has billed in a foreign currency and the exchange rate
exceeds the value of the Purchase Order.
1. Upon receiving the initial notification of a PO Issue, open the email and click on the
hyper link as shown below:

Managing PO Exceptions
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do-not-reply-FMSglbl.gov
to me [«

click on the link to navigate to the work ite

Howe do | clear my work item?

PO PROBLEM NOTICE - RUAG SPACE GMBH - PO 6989061 mbox  x

4:28 PM (3 minutes ago)

Still need help? Click here for an additional list of resources.

|

-

A PO assigned to you has a problem that !'!cuur attention. Action is needed so the vendar can be paid. Please

If you are uncertain of how to fix the issue, there is additional help available. Click an the link below for online help.

L]

2. The hyperlink will launch two windows, one is the workflow request and the second will

pop open the FMS log in screen.

FMS Screen

Workflow Screen

Displays:
e PO Activity Summary screen to
see the value of the purchase

Allows:
e View of the invoice image
e Close invoice as inappropriate this

order. routes to the AP Team
e The item to remain in researching to
gain additional information
FMS Screen

1. Populate the screen with your LDAP user name and password.
a. The “PO Activity Summary” screen is opened after signing on.

-

N Berlzeley Lal) FMS

B crrciy Law

UserID:

Password.

2. The FMS screen is presented to show available PO funding update as needed.

Lmes
[ Detaits  TIREEEEIN ] IWEEREAN ] IRTV

Line Itermn em Description

1B CoolCat B-R50 28mm Aluminium T EA 15.0000

2B CoolCat B-R50 50mm Aluminium T EA 15.0000

Activity Summary
Unit: LBMNL PO Status: Dizpatched Vendor: RUAG SPACE GMBH
POID: 5939061 Amount: 5,776.01 Superceding PO ID:

Balance: £94.740  Previous PO ID:

Line Amount Quantity
SIIEI PR e Itemn Description Order Gty ordered Jnwoiced Amt Invoiced PO Balance (Inv

w8 preet g B

1345850 13.00 1685.000 zae0s0 By
1635.300 10.00 760.000 grsam0 B 5

Managing PO Exceptions
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3. After your review:
a. Take the appropriate action

The Workflow Screen

1. The workflow screen is presented for review of the invoice and to take the appropriate

action.

¢ E ow £ %

Action Reassign

Action Complete

Merno:

QK Ca

This content has been |

PO Activity | PO Inquiry  Woucher f Notes) Activity

undged in an external window,

06%7 6§78
2 RUAG ()
. b\:
neel
LAWRENCE BERKELEY NATIONAL LAB
ACCOUNTS PAYABLE DEPT.
1CYCLOTRON RD - MS 971-AP
BERKELEY, CA 94720
UNITED STATES

Vienna, 30.11.2011

Note: Refer to the notét\ab to see the amount of funding that the AP Team has indicated the

PO is short by.
— 4 —
PO Activity PO Inqujey \.-'oucher 0 CEly 1y
e ite -
Mote Id | Object 1d ote Type Mote Time Actar
333 80337 esearching 06/25/2012 09:13:32 AM  LDPOSEY

6,25 - Reviewing Supcontract

322 50537 _Ye ®ohg Fxceads PO At 06/22/2012 01:57:15 PM pdadmin
Please add $500 to the PO to cover exchange rat@
317 80337 F¥ ¥Chg Exceeds PO At 06/22/2012 12:15:16 PM paadrin

Please add $500 to the PO to cover exchange rate shortage.

2. The available actions are:

Jtter——

Description

y .
Close Invoice

Completes the invoice out of the buyer work queue and routes to AP. This should
be utilized to communicate a different PO # that the invoice should be matched
to.

Researching

When further investigation is needed before taking action. This action leaves the
invoice in the buyers work queue.

8 B =
Action

Action: Cornplete

Mlamo Complete

Researching

& i

QK Cancel

Managing PO Exceptions
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3. After taking the appropriate action, select “OK”

o ES = B H
Action
Action: Cormplete
Mlermo; Populate me as needed.

@ Cancel

Note: Selecting the status of researching requires text to be populated in the memo section. This
area should be used to communicate and is archived with the invoice. If this area is left blank,

the below pop up screen displayed.

P

l " You are required to enter information in the Memo textbox.

4. You have completed the invoice and are returned back to the invoice notification.

PO is not Dispatched

Invoices are routed when the vendor has billed in and the PO is in any other status than

dispatched.

1. Upon receiving the initial notification of a PO Issue, open the email and click on the

hyper link as shown below:

Inko

do-not-reply-FMS@Ibl.gov 7:00 PM (2 minutes ago) -
tmme -

A PO assigned to you has a problem that requires your attentiga=semsyg 15 needed 5o the vendaor
can be paid. Please click on the link to navigate to the work it
If you are uncertain of how to fix the issue, there is additional help available. Click on the link below

for anline help.
How do | clear my work item?

Still need help? Click here for an additional list of resources.

PO PROBLEM NOTICE - ASBESTOS TEM LABS INC - PO 6994057 & |

4

2. The hyperlink will launch two windows, one is the workflow request and the second will

pop open the FMS log in screen.

FMS Screen Workflow Screen
Displays: Allows:
e PO Activity Inquiry screen to e View of the invoice image

Managing PO Exceptions
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see the status of the purchase e Close invoice as inappropriate this

order. routes to the AP Team

e Indicate the PO has been dispatched

e The item to remain in researching to
gain additional information

FMS Screen

1. Populate the screen with your LDAP user name and password.
a. The “PO Inquiry” screen is opened after signing on.

-

=N Bedeley Lab FMS

ERNEST DRLANDD LAWRENCE BERKELEY MATIONAL LABORATORY

UserID:

Password:

2. The FMS screen is presented to show the PO status.

Purchase Order Inquiry
Purchase Order

Unit: LBHL PO Status:
PO ID: 6994057 Budget Status: Mot Chk'd

PO Date: 11/09/2011

vendor: ASBESTOS T-001 Backorder Status: Mone

endor ID: 0000045995 vendor Datails Receipt: Mot Reced

Buyer: Conninghar Magaie L — Hold From Further Processing
PO Reference: Merchandise: 26000.00

Header Details Al BT Matching Freight/ TaxMisc.: .00

Header Comrients.. Docurnert Status Total: 25000.00 USD

Change Order Clogeout Status Select Lines to Display

Iod Tahle Details

Itemn Description
1 By Create 3-year blanket PO with MISC 1.0000 EA 25000.00 USD Active [

3. After your review:
b. Take the appropriate action

The Workflow Screen

1. The workflow screen is presented for review of the invoice and to take the appropriate
action.
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Action Reassign

Sample Set B75R-Pb-Pars-01 thru BT5R-Pb-Pers-01

Action Close Invalid Data
Asbestos TEM Laboratories, Inc. P N —e i
M =,
e 630 Bancraft Way INVOICE =
Berkeley, CA 94710 Date of Service 6/52012
Phone ¥ (510) 704-8930 Due Date 752012
Invoice Number 310324
oK Cancel
BILL TO: P.O. # 6994057
Lawrence Berkeley National Laboratary Cllsnt Number 1028
Accounis Payable Terms NET 30 Days
One Cyclotron Road. MS 971-AP
Berkeley, CA 94720 Referance No.
PO Inquiry | PO Activity PO Line Hotes  Achivity
| Job No. | Job Site I Job Ordered By i Report # |
[ awean B75R Cargo Container | Mark Schmidt | 310324 |
This cantent has been launched in an axternal window.
ITEM DESCRIPTION ary | RATE | AMOUNT
AA_AIR_03 AA-AIr 48 Hr Two Day Tumaround 19.00 19.00

2. The available actions are:

Acti Description

/Close Invalid Dyta

Completes the invoice out of the buyer work queue and routes to AP. This should
be utilized to communicate that a vendor should not be billing on this PO.
Communicate a new PO # in the memo field or specify next action to AP.

PO Dispatched /

Completes the invoice out of the buyer work queue and routes it through the
workflow. This should selected AFTER the PO has been dispatched.

invoice in the buyers work queue.

When further investigation is needed before taking action. This action leaves the

o - £
s = i) ir
Action Reassign
Action: Close Invalid Data

Close Invalid Data
PO Dispatched
Researching

Memo:

oK, Cancel

3. After taking the appropriate action, select “OK”

° wene

¥ E = B %

Action Reassign
Action: PO Dispatched -
Mermn: Populate e as needed.

Note: Selecting any action other than PO Dispatched requires text to be populated in the memo
section. This area should be used to communicate and is archived with the invoice. If this area is

left blank, the below pop up screen displayed.

Managing PO Exceptions
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l " You are required to enter information in the Memo textbox.

If the PO has not been dispatched and the selection of “PO Dispatched” is selected, this

message is returned:

You must dispatch the PO in Peoplesoft before completing the waork itern.

4. You have completed the invoice and are returned back to the invoice notification.

Travel Prohibited

Invoices are routed when the Travel Prohibited flag is set on the PO mod table and travel is
found on the invoice. This requires buyer review before proceeding through the work flow

process.

1. Upon receiving the initial notification of a PO Issue, open the email and click on the

hyper link as shown below:

6886886 Inbax

do-not-reply-FMS@Ibl.gov
tome [+

for online help.
How oo | clear my work item®?

PO PROBLEM NOTICE - BRIGHAM AND WOMENS HOSPITAL - PO & B

A PO assigned to you has a problem that reguires your atten is needed so the vendor

If you are uncertain of how to fix the issue, there is additional help availahble. Click on the link below

can be paid. Please click on the link to navigate to the work ite

Still need help? Click here for an additional list of resources.

735 PM (2 minutes agao) - v

2. The hyperlink will launch two windows, one is the workflow request and the second will

pop open the FMS log in screen.

FMS Screen

Workflow Screen

Opens:
e The maintain purchase order
for potential corrective action.

Allows:
e View of the invoice image
e Mark the invoice as an issue, this
routes to the AP Team
e The item to remain in researching to
gain additional information
e Mark the item has travel appropriate

Managing PO Exceptions
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or inappropriate.
e Invoice can be returned to AP to Short
Pay.

FMS Screen

1. Populate the screen with your LDAP user name and password.
a. The “Maintain Purchase Order” screen is opened after signing on.

-

A0 Borkeley Lab FMS

ERNEST DRLANDO LAWRENGE BERKELEY NATIONAL LABORATORY

UserID:

Password:

2. The FMS screen is presented to allow PO Updates as needed.

Maintain Purchase Order
Purchase Order

Unit: LBML PO Status: Dispatched A X
POID: ELEET Budget Status: walid

Change Order: 3

Copy From: -~

["IHold From Further Processing

*PO Date: 0R23/2009 [ vendor Search

Vendor BRIGH-001 Vendor Details Backorder Status: MNoneg Create BackOrder
“endor ID: 0000036334 BRIGHAM AND WOMERS HOSPITAL Receipt Status: Not Reevd

“Buyer: DLSTYLES @ StylesDennisL *Dispatch Method:  Phone - Dispatch |
PO Reference: |
HeaderDetalls PO Actities Add ShigTo Comments Merchandise: 229604.00

PO Defaults Document Status Closenut Status FreightTaxMisc.: n.oa M
Edit Comments Requisitions Mod Table Details Total Amount: 229604.00 USD

Purchasing kit Catalog ltern Search Line: Q To: Q. Retrievey

New subcontract (NIH grant

|85, 1ROTHLOG1 4358, Pl 7 1.0000 EA  RANDD  (81300.00000 81300.00 Active [ [=]

Shamil Sunaey, Ph.D.
Add 2nd year funds ta

2 Ry existing subcontract 55} 1.0000 EA  RANDD  [78883.00000 79683.00 Active e [=
#6086886

Add 3rd year funds to
existing subcontract
JoTI=T

il &5 1.0000 B4 RANDD  [pa4z100000 | 6942100 active () [50) =
The Workflow Screen

1. The workflow screen is presented for review of the invoice and to take the appropriate
action.
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Action Reassign

Action Issue -

Memo:
= oo d”&Z;a # ﬁ
HEALTHCARE
Brigham and Women's Haspital - Research Finance *FINAL BILLY
Due Upon Racalpt
s e Agresment #: SROTHLO91495-03
Lawrence Sarkelay Mational Laboratory Subaward # 6836885
Aecawnta Payasla Office Period: - 06/15/2009- 0373172013
Cne cyelotron Road, S S-9108 Award Amount:  $229,603.
Baricalay Ch 34720 Investigator SYUNYAEV, SHAMIL
Tnlcad Staces Invoice t: INOOS 15124
Invaice Date: 05212012
Projact #: 105112
Department: 3CA
PO Line | PO Activity woucher Motes  Activity Purchase Order:  Agreement No. 6356836
This Invoice Represenis Reimbursable Costs through 032172012
This content has been launched in an external window. Diftet Coate mulative
Salacy Expomae 2,460.06 LR
Prings Banscice w56 2,110
- a2
Teaval Demantie 99,60
P 22820

2. The available actions are:

Action Description
PN

N\

the problem.

This returns the item back to the AP team with the memo box populated stating

Researching \

When further investigation is needed before taking action. This action leaves the
invoice in the buyers work queue.

Short Pay
invoiced.

This returns the item back to the AP team to pay an amount less than what was

Travel Appropri9’te

Routes the item out of the buyer queue through to the next work flow action.

Travel
I propria

When further investigation is needed before taking action. This action leaves the
invoice in the buyers work queue.

—\

Action Reassign
Action: ssug
Mermio: Issue

Researching

Short Pay

Travel Appropriate
Travel Inappropriate

Ok Cancel

3. After taking the appropriate action, select “OK.”

¥ E = &, %
Action Reassign
Action: Travel Appropriate

hema: Populate me as needed.

Cancel
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Note: Selecting any action other than Travel Appropriate requires text to be populated in the

memo section. This area should be used to communicate and is archived with the invoice. If this

area is left blank, the below pop up screen displayed.

P

l " You are required to enter information in the Memo textbox,

4. You have completed the invoice and are returned back to the invoice notification.

Managing PO Exceptions
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